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Electronic Plan & Document Submittal Guide 

duluthmn.gov/csi | 218-730-5240 | permittingservices@duluthmn.gov  

   

The City of Duluth has a tool available for you to “drop off” a set of electronic plans for Construction Services to pick up.  

This allows for the exchange of files which may be very large.  This list of instructions will guide you to delivering plans to 

Construction Services. 

1. Before dropping off any plans electronically, make sure that you communicate with Construction Services in 

some way to make sure somebody is aware that plans are incoming.  If you have not worked with anyone yet, 

please contact permittingservices@duluthmn.gov to begin the conversation and understand what will be 

expected. 

 

2. Navigate to https://files.duluthmn.gov to access the service. 

a. Note that there is an option for you to log on here.  This is for internal city employees and you will not 

be required to log in (although you will need to verify your email as a member of the public). 

 

Plan and Document Drop-off 

3. To drop off plans, simply click the blue button that states “Drop-off”. 
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4. Once you fill out the information on the next screen, click “Send Confirmation.  

 

 

 

5. You will receive an email from “WorkOrder, IT” shortly where there will be a link to the drop-off site.   
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6. Following the link allows you to upload any files you need for delivery.  Please enter the following information. 

a. Email address of your contact within Construction Service (click the green + to add names). 

b. Description of the project which you are dropping off.   

c. Attach all files you need to deliver. 

d. A short description of the attachment. 

e. After a-d are complete, click the “Drop off Files” button. 

 

7. Verify on the “Drop-Off Summary” page that everything looks the way it should (i.e. all of the files you expected 

to send are there and to all of the correct recipients). 
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8. If you selected the option in step 6 to be notified when files are picked up, you will get another e-mail from 

“WorkOrder, IT” notifying you. 

 

Picking Up Files 

9. If a member of Construction Services has files to send to you, they may provide you with a Claim ID and a Claim 

Passcode.  These codes will also be in an email from “WorkOrder, IT”. 

 

10. From the original screen, select “Pick-up” 
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11. Enter the Claim ID and Claim Passcode previously provided to you and click “Pick-up the File(s)” 

 

12. The next screen provides a summary of the entire drop off.  All files that you were given will be listed, along with 

a description of the file.  In order to download the file, just click on the Filename.  You will be prompted to save 

the file to your own computer or network location. 

 
 

 


